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Introduction 
 

Definition of a Special Event: Special events are a very important part of any community’s quality of life.  The City of Idaho 
Falls sees hundreds of events each year, varying in scope, purpose, cost and complexity.  Special events enhance tourism, provide 
an economic benefit to businesses, promote cultural diversity and provide affordable entertainment.   
 
The City of Idaho Falls requires organizers to fill out a Special Event Application if any of the following criteria are met: 

¶ If the event is taking place on publically owned property (parks, park shelters, public roads), and has 100 or more 
attendees. 

¶ If the event affects the normal use of a public roadway, such as a block party or concert in the street. 

¶ If the event requires public resources, such as use of Idaho Falls Police, having Idaho Falls Power turn off a street light, 
or using a water truck from Idaho Falls Parks and Recreation. 

¶ If an event needs anything beyond normal use, such as needing extra picnic tables delivered to an area, needing water 
lines marked out on the grass, using an inflatable structure with a footprint larger than 50 square feet, etc. 

 
 

Special Event Committee 

The City’s Special Event Committee is committed to working with event organizers to help produce successful and safe events 
which have minimal impact on the environment, surrounding neighborhoods and businesses.  The committee members believe 
this is achieved through responsible leadership, careful planning, good organization and teamwork.  The Special Event Permit 
application is designed to help special event organizers effectively navigate the planning and execution of their event.  The 
Special Event Committee can be reached by emailing mhandke@idahofallsidaho.gov . 
 

Contact Information 
 

Parks and Recreation  
520 Memorial Dr. 

Idaho Falls, ID 83402 
(208) 612-8580 

Police Department 
605 N. Capital Ave. 

Idaho Falls, ID 83402 
(208) 529-1200 

Fire Department 
343 E St. 

Idaho Falls, ID 83402 
(208) 612-8497 

Street Division 
2472 N. Holmes Ave. 
Idaho Falls, ID 83401 

(208) 612-8490 

Clerk’s Office 
308 Constitution Way 
Idaho Falls, ID 83402 

(208) 612-8414 

 

Getting Started 
THERE ARE THREE (3) EASY WAYS TO SUBMIT YOUR SPECIAL EVENT PERMIT APPLICATION:  

1. In Person – Stop by the Recreation Center Office (520 Memorial Dr.) Mon – Fri between 8am and 5pm to pick up an 
information packet and/or submit completed applications, required documentation, waiver requests. 
 

2. By Mail – Mail your completed applications, required documentation, waiver requests to City of Idaho Falls Parks and 
Recreation, PO Box 50220 Idaho Falls, ID 83405. 
 

3. By Online – On the Idaho Falls Parks and Recreation website, under “Plan a Special Event,” you may fill out the online 
application. It will be automatically sent to the Special Event Coordinator. The webpage address is 
https://www.idahofallsidaho.gov/1113/Plan-a-Special-Event 

 
 
 
 
 
 
 

mailto:mhandke@idahofallsidaho.gov
https://www.idahofallsidaho.gov/1113/Plan-a-Special-Event
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Documentation to be Submitted at Time of Reservation/ Payment 
 

 Special Event Application with Payment and 

Deposit  

 Certificate of Liability Insurance 

 Site Plan     

 Security Plan  

 Fee or Insurance Waiver Request    

 Trash Plan   

 Street Closure Request/ Traffic Control Plan 

 Concessionaire/Food Vendor Permit Request  

 COVID-19 Special Event Plans 

 

 
Application Process Explained  
To begin the application process, the event organizer must first fully fill out a Special Event Application. This can be done online, or you may 
pick up an application from the Front Desk of the Recreation Center at 520 Memorial Drive.  If filled out online, attach the needed documents, 
and the form will be submitted to the Special Event Coordinator. If done on the paper application, you will fill out the application completely 
with the needed documents, and turn that paperwork into the front desk of the Recreation Center. 
Once that special event application has been turned in, the Special Event Coordinator and the Special Event Committee will have 10 (ten) 
business days to look over and review the materials. If there are any issues, the Special Event Coordinator will reach out to the event organizer, 
explain the concerns, and see if the concerns can be solved. If there are no issues, the Special Event Coordinator will reach out to the event 
organizer, and explain the fees that must be paid. 
Once the Special Event Coordinator reaches out to the event organizer, the event organizer has 10 (ten) business days to pay all of those fees, 
along with any deposits, or the event may be denied.  
Once all the fees have been paid, and the needed members of the Special Event Committee have approved the application, the Special Event 
Organizer will send the event organizer the Approved Special Event Permit. This permit must be in possession of the event organizer while at 
the event, either in an electronic or paper form.  
If the event organizer changes something about the event after the Approved Special Event Permit has been issued, they must reach out to the 
Special Event Coordinator and get the changes approved, and a new permit will be issued.  
Once the Approved Special Event Permit has been issued, the event has been officially approved to proceed.  

 
Certificate of Liability Insurance  
When an application is being submitted, the event organizer will be required to provide a Certificate of Liability Insurance naming the City of 
Idaho Falls as an additional insured party before permits will be granted.   
 
Anyone using City property for an event must furnish the City of Idaho Falls with a current Certificate of Insurance evidencing General Liability 
Insurance Coverage equal to or greater than the following levels of liability:   
 

Each Occurrence Limit for Bodily Injury and Property Damage Liability $1,000,000 

General Aggregate Limit $2,000,000 

Products/Completed Operations Aggregate Limit $2,000,000 

Personal and Advertising Injury Liability Limit $1,000,000 
**Higher levels of liability may be required for events with more than 500 attendees or significant potential of bodily harm** 

 

Note:  Some events may qualify for a complete insurance waiver.  Events with low numbers of participants and little to no potential for bodily 
harm may not have to provide a General Liability Insurance Certificate.  The committee will review the insurance waiver request and determine 
if your event insurance can be waived.  Please see “Fee and/or Insurance Waiver Requests” for details about who qualifies and instructions.    
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Site Plan  
A site plan is a map of the layout of the event, with all needed details. The majority of people use a satellite photo of the proposed event 
location, and then show the layout of the event over that photo. That can be done with a computer program (Word, Publisher, Adobe Suite), 
or event by hand. The Site Plan should be clear, detailed, and easy to understand. 
To ensure appropriate review of your event, please attach your site plan to the permit application.  If applicable, your site plan should 
include:  

¶ An outline of the entire event venue. 

¶ Direction of travel and all street closures for moving events. 

¶ The location of fencing, barriers and barricades. 

¶ Stages and platforms. 

¶ Bleachers and grandstands. 

¶ Trash cans, recycling bins and dumpsters. 

¶ Portable toilets, hand washing facilities, drinking fountains and water stations.  

¶ The location of first aid facilities and ambulances. 

¶ Placement of vehicles and/or trailers. 

¶ Placement of vendors and booths. 

¶ Space allotted for parking. 

¶ Missing person station (can be same as first aid station) 

¶ Firework launch location, if applicable. 
 

Example of a Site Plan: 
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Security Plan  
As an event organizer you are required to provide a safe and secure environment for your event participants.  Some events may require 
licensed professional security personnel while others may only require clearly marked volunteers to patrol the event. You must hire 
professional security if your event has more than 500 attendees at your event at one time, or your event involves alcohol.  The special event 
committee also reserves the right to require an event hire professional security if they deem it necessary. The number of security personnel 
needed for your event is determined by the size of the event, road closures, time of day and services offered at the event.  

 

Police Department representatives who sit on the Special Event Committee will review your plan, determine any areas of concern and work 
with you on resolving those concerns.     
 
Security Plan Requirements: 

¶ All road closures must be staffed by clearly identified volunteers or staff. 

¶ All identification checkpoints will be staffed by volunteers or staff that are 18 years of age or older. 

¶ Paid professional security personnel and volunteer security will be in event-appropriate uniforms (such as bright safety orange, red or 
yellow shirts with “Security” clearly visible). 

¶ The Special Event Committee may modify security plan requirements depending on the size, scope, location and time of the event. 

¶ If hiring off duty Idaho Fall Police Officers, you may contact the Police Department at 208 612-8620 for current security rates and 
policies. This must be done at least 30 days prior to your event. 

¶ For public events expecting more than 5,000 attendees at one time, the Parks and Recreation Special Event Coordinator and the Event 
Organizer will have create a more detailed plan 

  
As mentioned in the section above, some events may require licensed professional security personnel to patrol the event.  The number of 
security personnel needed for your event is determined by the size of the event, road closures, time of day and services offered at the event. 
Events that are open to the public with 500 or more attendees as well as events that include alcohol will require licensed professional security 
personnel to patrol the event and secure entrance and exit points.  Please reference the chart below for required number of licensed security 
personnel at your event. Furthermore, events over 1,000 attendees will require Crowd Control Managers, which can be volunteers or 
employees who shall help with public crowd control and overall safety. 
 

 
Required Number of Licensed 

Security Personnel at Public Events  

1-500 Attendees -No Guards are Needed 

501-1000 Attendees -2 Guards 

1001 and Up Attendees 

-3 Guards, and for every additional 
500 attendees, 1 more guard is 
needed 
-4 Crowd Control Managers, with 
1 more Crowd Control Manager 
for every additional 250 attendees 

Example Security Plan: 
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Alcohol Dispensing Limitations and Requirements 

Alcohol Catering Permits are $20.00, and can be bought from the City Clerk’s office at City Hall, 308 Constitution Way.  
 
Process to Obtain the Alcohol Catering Permit 

1. The event organizer will indicate on the application that they will have alcohol available at the event. 
2. The event organizer explains on the security plan how they will have the correct amount of guards, ID checkers, and signs 

for the event size. 
3. The event organizer pays the rental fees and event deposit at the Parks and Recreation building at 520 Memorial Dr, at least 

30 (thirty) business days before the event.   
4. The contracted caterer/vendor pays and picks the Alcohol Catering Permit up from the City Clerk’s office at City Hall, 308 

Constitution Way, at least 10 (ten) business days before the event.   
 

Permitted Locations and Times for Events with Beer and Wine 
1. Sportsman’s Park (Japanese Friendship Gardens) from noon until 10 pm 
2. Civitan Plaza in Downtown Idaho Falls from noon until 10 pm 
3. Idaho Falls Zoo at Tautphaus Park from noon until 10 pm 
4. Tautphaus Park Multi-Use Shelter, including the grassy area to the east of the shelter, extending 450 feet east from the Shelter, 

but not including Rogers St or the baseball field, from noon until 10 pm 
5. Public Plaza located at 330 Memorial Dr, from noon until 10 pm 
6. A closed, public street, provided that the City Police Chief, or his or her designee, approve the street closure, from noon until 10 

pm 
7. Freeman Park, within 200 feet of designated shelters from noon until 12 am 
8. The Pier at Snake River Landing from noon until 2 am 
9. Skyline Activity Center from noon until 2 am 

 
Permitted Locations and Times for Events with Beer, Wine, and Hard Liquor 

1. Sandy Downs Arena, from noon until 12 am 
2. Noise Park at noon until 2 am 

 
 

To obtain an Alcohol Catering Permit, you must:   

¶ Have a licensed vendor dispensing the alcohol.  The licensed vendor is a person or business in possession of a current Idaho 
State, Bonneville County and City license permitting the person or business to sell, distribute and serve or supply beer and 
wine. 

¶ Have individuals at the event to check proper identification for those who shall purchase, receive or consume alcohol during 
the event.  The individuals shall be clearly identified and shall be stationed no less than 10’ from the dispensing location.  

¶ All attendees that are drinking alcohol must have their IDs checked, and have a visible and tamper-proof wristband placed 
onto their body by the ID checkers.  

¶ Hire licensed professional security personnel to provide security for the event.  Such officers or security personnel shall be clearly 
identified as such and shall be on duty at all times alcohol is being sold, served or consumed during the event.   

¶ Have alcohol sales, dispensing and consumption area(s) only in designated areas.  The areas shall be designated by a signage that 
shall visually indicate the sale, dispensing, and consumption area. Signs shall visually warn that alcohol cannot be consumed 
outside the stated area. Signs must be placed every fifty (50) feet along the border of the consumption area.  

¶ Have all entry and exit points into the alcohol sales, distributing and consumption area(s) staffed with age appropriate volunteers 
or staff.  These locations can be staffed by the individuals checking proper identification.   

¶ Serve all alcohol from its original container.  When serving into another container, the container must be a readily identifiable 
container not more than sixteen (16) ounces in size and shall not bear a logo for a non-alcoholic beverage.   

¶ Events over 1,000 attendees will require Crowd Control Managers, which can be volunteers or employees who shall help with 
public crowd control and overall safety. 

 
If your event wants to sell any type of alcohol for longer than 6 hours per day, you must submit a plan for review by the Parks and Recreation 
Director and Police Chief, or their designee. The plan must include: 

¶ A satisfactory and specified plan to mitigate public nuisances, such as noise and traffic, associated with the extended hours 

¶ Provide additional security in an amount satisfactory to the Chief of Police, or their designee 

¶ An administrative fee of $200.00 
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Security Amounts for Events with Alcohol 
 

 
Required Number of Licensed 

Security Personnel at Events with 
Alcohol  

1 – 100 Attendees -1 ID Checker 

101 – 500 Attendees 
-1 ID Checker 
-2 Guards 

501-1000 Attendees 
-2 ID Checkers 
-3 Guards 

1001 and Up Attendees 

-2 ID Checkers 
-3 Guards, and for every additional 
500 attendees, 1 more guard is 
needed 
-4 Crowd Control Managers, with 
1 more Crowd Control Manager 
for every additional 250 attendees 

 

**Please see City Code Section 4-2, 4-3 and 4-4 for more details and clarification.    
 

Trash Plan  
As the event organizer, you are responsible for the waste generated by the participants, spectators and vendors at your event.  Trash cans are 
available to rent from the City for a small fee. Your plan should indicate the number of each receptacle needed to contain ALL waste generated 
at your event on the “Application and Facility Rental Fees” section of the permit application. You should also mention if you wish trash cans to 
be emptied during your event.  All trash must be located adjacent to the nearest road, if you would like the cans to be emptied during the 
event.  This allows all materials to be picked up easily by our garbage trucks.  Trash containers that are too large to move can remain in their 
locations to be picked up at the conclusion of the event. If there is a large amount of trash littering the ground after your event, your deposit 
may be charged.    
 
Example Trash Plan:  
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Street Closure Requests/ Traffic Control Plan 
If you would like to request a street closure of any kind (this applies to roads inside of the City’s parks), please make sure that you checked yes 
on the permit application where is says “Will your event need streets closed or traffic limited?”  Once you have checked yes, verify that all 
street closures are clearly indicated on your site plan and attach a “Street Closure Request” to the application.  
 
If requesting a road closure: A complete traffic control plan must be submitted for review and approval. Traffic control plans should be 
incompliance with all rules, laws, ordinances and regulations of the State, County and City authorities as to the closing and barricading of public 
roads and streets.  
All such barricading and signing shall be in accordance with the current edition of the Manual on Uniform Traffic Control Devices (MUTCD) for 
Streets and Highways, published by the U.S. Department of Transportation, Federal Highway Administration.  
Link to Current MUTCD Manual:   https://mutcd.fhwa.dot.gov/pdfs/2009r1r2/mutcd2009r2pages.pdf  
If you need assistance, contact: 
Idaho Traffic Safety (208) 522-4470 
Roundabout Contractors (208) 360-6381 
 
 The request must include:  

 

¶ All streets, intersections, businesses and parking lots that will be impacted by the closure 

¶ Times that the closures would need to be in effect 

¶ Access points for fire and emergency personnel (all street closures must ensure a 20-foot wide lane is available for emergency 
vehicles) 

¶ Contact person available during setup, event and take down 

¶ How traffic will need to be re-routed during the closure 

¶ The type and number of barricades that will be used 
 

The request will be reviewed by representatives from the Idaho Falls Police Department, the Idaho Falls Fire Department, and the Public Works 
Department.  
 
Example Site Plan with a Traffic Control Plan: 

 
The Parks and Rec Department can rent cones, candle sticks, A-frames and barricades to special events.  By signing the signature line in the 
main Special Event Permit Application, you take full responsibility for all equipment that is borrowed from the City and agree to pay all 
replacement and rental fees associated with the loaned equipment.  Fees are as follows:  

Parks and Recreation Division Equipment Rental Fees 
Cones (up to 50)    $2.00 each/day 
Candle sticks and base (up to 20)  $2.00 each/ day 
A-Frames (up to 10)   $5.00 each/ day 

https://mutcd.fhwa.dot.gov/pdfs/2009r1r2/mutcd2009r2pages.pdf
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COVID-19 Health Requirements for Special Events in Idaho Falls 
Interim guidance for safe mass gatherings from the Governor states that all mass gatherings must abide by the requirements described 
below. This plan can be seen at https://rebound.idaho.gov/business-specific-protocols-for-opening/ for more information. When the 
Special Events Committee is reviewing your application, they will be looking to make sure each item below is addressed to their standards. 
If the Special Event Committee feels that a requirement is not being addressed to the standards of safety that is expected, then the 
application will not be approved until the event organizer has laid out a plan that meets the standards. If the event organizer would like 
input on how to safely organize their event, it is recommended they reach out to the local Public Health District at 208-522-0310, or the 
Idaho Falls Special Event Coordinator at 208-612-8786.  
 
During the actual event, the event organizer is in charge of making sure the plans laid out below are followed to the best of their abilities. 
If the Special Event Coordinator reviews your event, and finds that the requirements are not being met, or that your plans are not being 
followed, then the following actions may occur: 

¶ The event organizer may forfeit their entire refundable deposit. 

¶  The event organizer may be banned from holding future events on public property in Idaho Falls. 

¶ The event may be banned from occurring on public property in Idaho Falls in the future 
 
All special events taking place on public property in Idaho Falls must address the following requirements. When filling out the Special 
Event Application, you will need to make sure to address each requirement, if applicable. 
 

 CHECK THIS BOX IF YOU ARE ATTACHING YOUR NUMBERED PLANS TO THIS APPLICATION 
  

1. The organizer of the special event must check in with their local public health district periodically leading up to the event to 
understand the current community risk for exposure to COVID-19, and make sure they are following the most up-to-date 
guidelines. This can be done by contacting Eastern Idaho Public Health at 208-522-0310.  

 
 
 
 
 
 
 
 
 
 
 
 
 

2. The organizer of the special event must host the event outdoors, or have a legitimate reason for having their event inside.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EXAMPLE PLAN: 

¶ I will be calling the Public Health District a week before my event to make sure they still think it is safe to do and am 
following all up to date guidelines. 

EXAMPLE PLAN: 

¶ My event will be taking place outside, with only a concessions area under the grandstands being indoors. 

https://rebound.idaho.gov/business-specific-protocols-for-opening/
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3. The organizer of the special event must state the plan for maintaining the six-foot physical distancing requirements for employees 
and attendees. Public Health Officials also recommend the items below be incorporated into the event organizer’s plan: 

¶ Limit tables to groups of six. 

¶ If stadium seating is being used, use barriers or signage to appropriately physically distance attendees. 

¶ Limiting the number of attendees to your event, if in a contained area. 
 
 
 
 
 
 
 
 
 
 

4. The organizer of the special event must provide adequate sanitation and personal hygiene for employees, vendors, and attendees. 
Public Health Officials also recommend the items below be incorporated into the event organizer’s plan: 

¶ Having at least 1 handwashing station or hand sanitizing station for every 100 people. 

¶ Having at least 1 bathroom available for every 100 people. 

¶ Ensure frequent disinfection of the event location as well as regular cleaning, especially of high-touch surfaces. 

¶ If having multiple events a day, how they will clean the event area between events. 
 
 
 
 
 
 

5. The organizer of the special event must identify strategies for addressing ill employees, such as the following: 

¶ Require COVID-19 positive employees to stay at home while infectious. 

¶ Keep employees who were directly exposed to the COVID-19 positive employee away from the workplace. 
 
 
 
 
 
 
 
 

6. The organizer of the special event must identify how personal protective equipment such as masks, cloth face coverings, and 
gloves (for food service) may be required by employees, vendors, and/or attendees. If they are not being required, please explain 
why. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EXAMPLE PLAN: 

¶ All tables at my event will be limited to 6 people or less. 

¶ We will have all stadium seating at 30% of capacity. 

¶ We are limiting tickets sales to only 500 total per event show (can seat up to 1500 normally). 

¶ We will be making announcements every 15 minutes during the event to remind people to physically distance. 

¶ We will have markings and signage for distancing throughout the event. 

EXAMPLE PLAN: 

¶ As we have 500 attendees, we will have 5 bathrooms and 5 handwashing stations. 

¶ We will have our staff fully wipe down our event area and clean the bathrooms between each event showing. 

EXAMPLE PLAN: 

¶ Before the event, we will be temperature checking all vendors and employees. If they are found to have a fever, they 
will not be allowed at the event.  

¶ Any employees in contact with the employee with a fever will also not be allowed at the event. 

EXAMPLE PLAN: 

¶ Facemasks will be required for all public facing employees. 

¶ Private-area employees have to wear a mask if they are indoors and with other employees. 

¶ Attendees are asked to wear masks, but it is not required. 
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7. If concession services or food and drink are provided, the organizer of the special event should prohibit in-stand concession sales 

and buffet-style self-serving areas. Public Health Officials also recommend the items below be incorporated into the event 
organizer’s plan: 

¶ Concession services should be limited to vending and walk-up services that can provide for appropriate physical 
distancing while patrons wait in line. 

¶ No in-stand sales of items (ie selling popcorn or beer directly in seating areas). 

¶ No reusing of cups, plates, bowl, utensils, or other concession-related items that are handled by the public. 

¶ Get all needed permits for Eastern Idaho Public Health for serving food 
 
 
 
 
 
 
 
 
 
 

8. If applicable, the organizer of the special event should explain how they are separating entrances and exits to the event to 
control the flow of attendees. This should include: 

¶ Marking where people line up to keep attendees six feet apart while waiting. 

¶ Utilizing on-line ticket sales, required sign-ups and/or RSVPs for crowd management. 
 
 
 
 
 
 
 
 
 

9. Identify and address potential language, cultural, and disability barriers associated with communicating COVID-19. This would 
include:  

¶ Post signs at entrance stating that if attendees have a fever or other COVID-19 symptoms, they are prohibited from 
entering. 

¶ If the event attendees primarily speak another language, signs should also be in that language (ie Spanish, Chinese, etc).  
 
 
 
 
 
 
 
 
 

10. The event should not draw audiences or participants from communities, states, or countries that are currently experiencing 
confirmed substantial community spread of COVID-19 disease. 

 
 
 
 
 
 
 
 
 
 

EXAMPLE PLAN: 

¶ Food and concession vendors are going to be located outside. 

¶ All tables are spread out, outside, and limited to 6 people or less. 

¶ No cups, utensils, or food serving dishes are being reused. 

¶ There is no self-serve component to the food. 

¶ We are asking concessions to mainly accept credit or debit cards, not cash. 

¶ There will be signage reminding people waiting in line to physically distance. 

EXAMPLE PLAN: 

¶ While our event is not contained by fences, we will have staff stationed at each end of the street to make sure it 
does not get too crowded 

OR 

¶ My event will have separate entrance and exit areas 

¶ Our ticket sales will be completely online, with no one being allowed to buy tickets at the gate 

EXAMPLE PLAN: 

¶ This event has many Spanish speakers attending, so we will have signs in both English and Spanish. 

¶ We will send out an email stating that any attendee with a fever should not attend the event, and issue a 100% refund 
to anyone that requests a refund. 

EXAMPLE PLAN: 

¶ We will not be marketing this event outside the Southeastern Idaho area. 

¶ Any tickets bought online from areas that are experiencing an ongoing outbreak will be cancelled and refunded in 
full. 

¶ Physical tickets are only being sold in Idaho Falls, ID. 



 

Special Event Permit Application - Page 12 of 19 
 

 
11. The event’s primary audience should not include or possibly expose high-risk populations, including adults over the age of 65 years 

and people with underlying chronic medical conditions like heart or lung disease or diabetes, regardless of the number of 
attendees. 

 
 
 
 
 

12. The Eastern Idaho Public Health Department has requested that if tickets are being sold to your event, that there is a way that 
attendees can be contacted if there is an outbreak linked to the event. This contact information will help Eastern Idaho Public 
Health with contact tracing, which helps stop the spread of disease by requesting people who have contacted a carrier to self-
isolate. Keep in mind, that information is only requested by Eastern Idaho Public Health in case an outbreak is linked to the event. 
This would include: 

¶ Requiring phone numbers when selling tickets. 

¶ Primarily selling tickets online, where information can be tracked.  
  
 
 
 
 
 

13. On a case-by-case basis, include other practices appropriate for specific types of events, such as screening of employees for 
illness and exposures upon work entry, requiring non-cash transactions, etc.  

 

 
 
 
 
 
Consequences for Not Following Your Plans for the COVID-19 Health Requirements for Special 
Events in Idaho Falls 
During the actual event, the event organizer is in charge of making sure the plans laid out below are followed to the best of their abilities. 
If the Special Event Coordinator reviews your event, and finds that the requirements are not being met, or that your plans are not being 
followed, then the following actions may occur: 
¶ The event organizer may forfeit their entire $1,500.00 refundable deposit. 

¶  The event organizer may be banned from holding future events on public property in Idaho Falls. 

¶ The event may be banned from occurring on public property in Idaho Falls in the future. 
 
Before your application is approved, you will have to sign off that you understand these consequences. You will also have to sign off on a “Hold 
Harmless” document that waives the City of Idaho Falls from any responsibility for a potential COVID-19 outbreak caused by an event.  
 
 

 
 
 
 
 
 
 
 
 

EXAMPLE PLAN: 

¶ Our audience is not primarily made up of members of a high-risk group. 

EXAMPLE PLAN: 

¶ We will make the contact list of people who bought online tickets to our event available to Eastern Idaho Public Health 
if they request that information. 

EXAMPLE PLAN: 

¶ We are requesting our vendors only accept credit or debit, not cash. 

¶ We will have volunteers walking through the event reminding attendees to physically distance. 



 

Special Event Permit Application - Page 13 of 19 
 

 
Concessionaire and Food Vendor Permits  

Event organizers will need to purchase a Temporary Concession Permit if they have food or concessionaire vendors at their event.  The permits 
are $50.00 for one (1) to ten (10) vendors or $100.00 for eleven (11) or more vendors, and can be bought at the Idaho Falls Recreation Center 
at 520 Memorial Dr., Idaho Falls, ID 83402.  Organizers are responsible for verifying proper permits, which include a food handling license or 
exemption certificate and a current year mobile vending permit, if they are operating out of a trailer or truck. 
 

Route Identification - Walks, Runs and Races 
We know that with your help, we can improve the appearance of our parks and cut costs while providing everyone with beautiful locations to 
host special events.  It is for this reason that the Idaho Falls Police Department and the Parks Division will be strictly enforcing City Code Section 
5-10-2 (Prohibition of Graffiti) and will no longer allow permanent route identifiers like spray paint, spray chalk, markers, standard stickers, 
crayons or other means of permanently marking on any City street, grassy areas, sidewalks, pavement or any park property because they can 
cause permanent damage. Your deposit will be charged if any markers are left 24 hours after the end of your event. 
 

Identifiers that CAN be used to mark your event: 

¶ Lawn Flags 

¶ Removable Signs 

¶ Washable Sidewalk Chalk 

¶ Stickers meant to be used in a race 
 

Portable Toilets  
Portable toilets are prefabricated, portable, self-contained toilets that may be housed on trailers or as stand-alone units used for special or 
temporary events, construction sites, parks or locations with restroom needs.   
 

The City of Idaho Falls has specific requirements for special events on public property.  These requirements will clearly identify the number of 
units needed to successfully run your event.  Events with low attendance that are located next to existing public restroom facilities may not be 
required to rent portable toilets.  At least one of the toilets must be ADA compliant. Please see the chart below to determine how many portable 
units are recommended for your event.     

 

Recommended Number of Portable Units at Special Events Based on Expected Attendance and Length of the Event 
 

 1 Hour 2 Hours 3 Hours 4 Hours 5 Hours 6 Hours 7 Hours All Day 

1 – 500 Attendees 2 4 4 5 6 7 9 9 

501 – 1,000 Attendees 4 6 8 8 9 9 11 12 

1,001 – 2,000 Attendees  5 6 9 12 14 16 18 20 

2,001 – 3,000 Attendees 6 9 12 16 20 24 26 30 

3,001 – 4,000 Attendees 8 13 16 22 25 30 35 40 

4,001 – 5, 000 Attendees 12 15 20 25 31 38 44 50 

 

Community Notification 
Some special event organizers may be required to notify property owners, neighborhood associations and any other impacted parties, in 
writing.  This will be determined by the City’s Special Event Committee after reviewing the event permit.   
 

Signage Limitations (Temporary Banners, A-Frames, Yard Signs, Etc.) 
Many event organizers request banners, yard signs, or a-frame signs to advertise their events.  Before ordering or making signs, please refer to 
Title 2, Chapter 9 of the Idaho Falls City Code 9, which states that signs are not to be placed on public property such as landscaping strips next 
to roads, sidewalks, power or telephone poles, and bridges.  The purpose of the sign code is to enhance safety for drivers and pedestrians, 
reduce sign clutter in our community, and protect those employees working on public property.  In addition, temporary and portable signs are 
to be located only on the property on which the event is to be held.  For example, if you are having an event at the former Kingston building on 
West Broadway, a banner may be located on the property advertising your event. 
 

The size of the banners, yard signs, or A-frame signs are regulated by the sign ordinance and the size and location are determined by the zone 
in which the event will be held.  Schools and churches are usually in residential zones and a temporary sign cannot exceed 20 square feet in 
residential zones.  In commercial zones, such as the former Kingston building illustration above, the sign generally cannot be larger than 100 
square feet.   
 

Finally, all temporary signs need a permit from the City’s Building Department, (208) 612-8287.  In addition, the permission of the property 
owner is required before installing any sign, including portable or temporary signs.   
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Inflatable Structures  
**Water based inflatable structures are not allowed on City property.   

1. Inflatable structures may not be set up on any park trail, right-of-way or parking area.  They also must not impede other park users 
from using park amenities or recreation facility such as tennis courts, volleyball courts or basketball courts. 

2. Users shall follow all state, federal and municipal laws and ordinances, including all applicable ordinances of the City of Idaho Falls. 
3. Privately owned, non-commercial inflatable structures are not permitted in parks or at facilities belonging to the City of Idaho Falls. 

Inflatable structures shall only be rented from a vendor that has liability insurance on all its equipment and users.  The City reserves 
the right to verify properly insured structures at any time and can remove a structure at any time for violating these policies.     

4. Inflatables shall not remain inflated in City parks or facilities overnight and shall be set up, monitored by, and removed only by trained 
and qualified representatives of the vendor in compliance with the manufacturer’s specifications.  

5. Inflatables shall be free standing and weighted. Inflatables shall not be tied or tethered to trees, tables or other park amenities or 
structures.  

6. Users shall provide adequate and appropriate adult supervision at all times to assure that the use is in compliance with the 
manufacturer’s recommendations and operating procedures, reflecting a safe level of operation. It is the responsibility of the user to 
obtain a copy of the manufacturer’s operating procedures from the vendor.  

7. Users shall be responsible for providing a generator for inflation of the inflatable structure.  THE CITY WILL NOT PROVIDE ELECTRICITY 
FOR INFLATABLE STRUCTURE USE.  Generators shall be placed at a safe distance from the inflatable structure and all electrical cords 
properly insulated, grounded, and covered to prevent tripping hazards.  Electrical cords running across a public street from a nearby 
private residence are prohibited.  Additional gasoline cans shall not be stored next to the generator.  All inflatable structures and 
generators shall be placed within fifty (50) feet of each other, at the park location authorized by City staff. 

8. Users and vendors shall be jointly and severally liable for all damages caused by their use of the inflatable structure in the City’s parks 
and/or facilities.  Damage to City property or turf may result in additional charges to the user and vendor. 

9. Users and vendors shall agree to jointly and severally indemnify, protect, defend, save and hold harmless the City, its officers, 
employees, agents, and volunteers from and against any and all liability, claims, suits, and causes of action for death or injury to 
persons, or damage to property, resulting from intentional or negligent acts, errors, or omissions of user and/or vendor arising out of 
the setup, use or operation of the inflatable structure, or resulting from any violation of any federal, state, or municipal law or 
ordinance, the extent caused, in whole or in part, by the willful misconduct, negligent acts, or omissions of user and/or vendor, which 
occurs related to the setup, use or operation of the inflatable structure. 

10. Users who fail to specify the intent to use an inflatable structure during an event or who fail to apply for a special event permit shall 
not use inflatable structures on City property.  A user who is found using an inflatable structure without following proper protocol is 
subject to immediate termination of the event whether or not the event has commenced or is in progress. 

11. During COVID-19, inflatable play structures with an inside component are not allowed due to their risk of spreading COVID-19. This 
ban would include items like Bounce Houses or Play Tunnels. Inflatable items that are completely exposed to the outside, such as 
Slides, are allowed.  

 

Entrance Fees, Camping Fees, and Event Parking at Sandy Downs 
A separate contract will be drafted by the Parks and Recreation Department for events that charge participants an attendance fee at Sandy 
Downs. 
 

Entrance Fee: There is a $1.00 per sold ticket surcharge for events that have paid admissions into these facilities. If tickets are being given away 
for free, then that fee is not applicable to those tickets. 
This surcharge fee goes into our capital improvement fund, which allows us to improve the facilities. For example, new stadium seating at Sandy 
Downs Arena. 
The ticket surcharge is due within 14 days of the end of the event. They can be paid with check made out to the City of Idaho Falls. The address 
is 520 Memorial Dr, Idaho Falls, ID, 83402. 
If an event does not charge for attending, there is no fee due to the City.  
 
Camping Fee:  Camping at Sandy Downs Arena is allowed, for a fee. Each campsite is charged $10.00 a night to camp at the facilities. The event 
organizers are in charge of collecting those fees. The event organizers are allowed to charge whatever they want to the people camping, above 
and beyond the $10 a night. The $10 fee is due, even if the event organizers do not charge for camping. 
Camping at these facilities is dry, so no alcohol is allowed. There are also no electrical hookups or water hookups for RV. Campsites are not 
specified, they just need to be within the facility property. Layout for campsites must be included in the Special Event Application site plan. The 
event organizers are in charge of running and maintaining those camp sites while the event is ongoing. 
Campsite rental fees are due within 14 days of the end of the event. They can be paid with check made out to the City of Idaho Falls. The address 
is 520 Memorial Dr, Idaho Falls, ID, 83402. 
 
 
Parking:  Event organizers are allowed to charge at fee to attendees for parking at Sandy Downs. However, the city has a $1 surcharge for each 
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parked car, if an event chooses to charge for parking at an event. The event organizers are allowed to charge whatever they would like to the 
attendees, the City just needs to receive $1 per charged parked car. This fee is due For example, attendees could charge $5 to attendees for 
parking. If 100 cars pay to park, then the City would need $100, and the event organizers would get $400. The event organizers would be in 
charge of manning and staffing any paid parking lots, and the organizer would need to label the paid parking area on their site plans. 
This surcharge fee goes into our capital improvement fund, which allows us to improve the facilities. For example, new stadium seating at Sandy 
Downs Arena. 
The parking surcharge is due within 14 days of the end of the event. They can be paid with check made out to the City of Idaho Falls. The address 
is 520 Memorial Dr, Idaho Falls, ID, 83402. 
If an event does not charge for parking, there is no fee due to the City.  
 

What You Receive With a Rental of Our Facilities 
When you rent a standard shelter from the City of Idaho Falls, you will get: 

¶ Access to any standard power outlets. 

¶ 1 to 2 garbage cans. 

¶ The shelter itself. 

¶ At least 4 park benches inside the shelter. 
 
When you rent the Freeman Bandshell from the City of Idaho Falls, you will get: 

¶ Access to any standard power outlets. 

¶ 3 to 4 garbage cans. 

¶ The shelter itself. 

¶ At least 4 park benches inside the shelter. 
 
When you rent the Joe Marmo/Wayne Lehto Ice Arena at Tautphaus Park, you will get: 

¶ Access to the Ice Arena, but NOT the lobby (the lobby can be rented for an additional cost). 

¶ Access to the football field to the west of the arena. 

¶ Access to power outlets inside the arena. 

¶ 8 garbage cans. 

¶ Up to 80 picnic tables. 

¶ Inside the Ice Arena should only be used for food service, not for large gatherings. 
 
When you rent Sandy Downs Arena from the City of Idaho Falls, you will get: 

¶ Access to facilities on site, such as the ticket booth, grandstands, arena, parking areas. 

¶ The arena grounds will be prepped and ready for a standard event. If your event is multiple days, it is up to you to 
maintain the arena. 

¶ Access to the arena lights. 

¶ If you pay for a rodeo set-up fee, you will also receive animal pens and panels, set up to your specification from 
your site plan. 

¶ Bathrooms and Trash Cans will not be cleaned or emptied while the event is ongoing. 

¶ Use of the commercial kitchen and beer area will not be allowed. 
 
If you need to maintain the areas over multiple days, you may bring in your own machinery and operators, or you may rent those 
items from the City for an additional cost.  
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Cancellation Policy  
For cancellations, the City will retain a $7.00 administrative fee from the event invoice. For cancellations within thirty (30) days of the scheduled 
event, an additional fee of 15% of the event invoice will also be held from the deposit, in addition to the $7.00.   
  
For events at Sandy Downs, cancellations within seven (7) days of the scheduled event, the City keeps the full $1,500 deposit. 
 
During the COVID-19 Pandemic, if your event is cancelled due to COVID-19, your fees can either be refunded in full, or we can issue credit 

in full. 
 
Furthermore, your event can be cancelled by the Special Event Committee at any time. You will need to sign off that you understand this before 

your event is approved.  
 
If a refund check is not received within thirty (30) days, please call the Deputy Treasurer at (208) 612-8218. 

 
Post-Event Checklist for Sandy Downs Arena 
When an event has finished up, you must have the facility cleaned and organized, with all your event items removed, by the 
following day at noon. For example, if your event is on a Friday night, you have until Saturday at noon to have the facility cleaned 
and organized. This final event checklist will be done with an event organizer and City of Idaho Falls employee. If the checklist is 
not done, or items are not up to our standards, the organizer may be charged a fee, up to their full refundable deposit.  
 
 

Sandy Downs Arena Checklist
Parking Areas 

1. All parking areas must be cleared of trash and debris 
2. Any signs, markers, posts, or fence removed, 

disposed of, or repaired. 
Main Area Outside 

1. All garbage, signs, garbage cans, etc. hauled to 
dumpster and dumped. 

2. All tables and equipment returned to original 
location. 

3. All trash and any excessive mess picked up and 
restrooms cleaned. 

Camping Area 
1. Entire camping area has trash and items removed. 

 

Grandstands 
1. All trash removed from grandstand area. 

Rodeo Area 
1. Announcer’s booth cleaned and swept/all windows 

and doors shut. 
2. All signs taken down and hauled off. 
3. Garbage in whole area inside fence & out picked up 

and placed in dumpster. 
4. All gates and pens returned to their normal set up 
5. Any temporary fence or posts removed immediately 

after event. 
6. Any equipment, vehicles, trailers, removed after 

event. 
7. All Debris removed from area.

 
 

 
 

Tournaments, Camps and Competitions  
Sporting tournaments have unique requirements and are handled differently than other special events.  See requirements below.  
 

Tournament Directors Must: 

¶ Call the City’s Recreation Supervisor at (208) 612-8481 for field availability and to share tournament logistics.    

¶ Submit a Special Event Permit application at least 30-days prior to the tournament  

¶ Submit a concessionaire/vendor roster (if you are controlling concessions). 
o There are two (2) choices for event concessions:   

1. The tournament director can run concessions; or   
2. The City will allow outside vendors to sell concessions at the event.   

o If choosing option # 1, please notify the Parks and Recreation Department when submitting the Special Event/Tournament 
Permit Application to allow ample time for the department to plan concessions accordingly.     

¶ Submit a certificate of liability insurance 

¶ Provide additional portable toilets as outlined in the document above.    

¶ Pay all field rental fees at the conclusion of the tournament. 

¶ Provide staff or volunteers to manage the parking lot and all entry and exit points.  This may not be needed for all events or 
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throughout an entire tournament.  After reviewing your application, the Special Event Committee will determine if your 
tournament needs parking managers.  This will be determined by the size and location of the tournament.  If the committee 
decides that the tournament needs parking managers, they must: 

o Make sure that participants and/or families don’t park RVs over-night or park across several parking stalls.   
o Allow the general public to park in the parking lots at all times.  As a tournament director, you are renting the fields, 

not an entire park. 
o Explain where overflow parking is located. 

 

Tournament Directors DON’T have to: 

¶ Hire professional security personnel if there are over 500 people attending a tournament. 

¶ Supply a security plan or site plan.  
 

Facility Rental Fee Waiver Requests  
 

Scope of Policy: All applications for waiver of facility use fees are required to adhere to this policy. 
 

Exemption Requests: All requests for consideration of waiving facility rental fees must be in writing and submitted to the Parks and Recreation 
Department, along with the Special Event application.  The letter of request should explain how the project or organization meets the criteria 
listed below.   
 

Review Panel: All written requests for the waiver of facility use fees are reviewed by a three (3) member panel consisting of the following: 
the Parks and Recreation Director, Park Superintendent and the Chair of the Parks and Recreation Commission. 
 

Additional Expense: The expenses associated with the City providing additional equipment above and beyond what is normally provided at 
any given site such as tables, tents, water, etc. are not eligible for exemption. 
 

Criteria: Facility rental fees can be waived for an event if the organizer and/or sponsoring organization meet the following criteria to the 
satisfaction of the Review Panel: 

1. The event or activity must be open to the general public. 
2. The activity of the requesting party must directly benefit the residents of the City of Idaho Falls or the Parks and Recreation Department. 
3. The requesting party must be an Idaho Falls based non-profit organization with a valid 501(C) (3). 
4. The requesting party must agree to provide for clean-up at the end of their event. 
5. Projects or organizations who have failed their obligations during previous events or activities are not eligible for future fee waivers. 
6. All recipients of a fee waiver, if requested by Parks and Recreation, shall acknowledge the Parks and Recreation Department in all publicity 

relating to the event or activity and be approved by the Director of Parks and Recreation, or their designee, prior to release.  
Acknowledgement includes City logos and statement in all advertising, promotional material and media releases. 

7. All city programs, committees or authorized direct affiliates shall be eligible for exemption from facility use fees. 
 

You must also give the City a copy of your tax-exempt form from the state.  
 

 

Refundable Special Event Deposits 
All special events must have a check for $1,500.00 on file for a refundable deposit. This deposit is held by the Parks and Recreation 

Department in case an event causes any damage or leaves an uncleaned mess. If an event is found to have caused destruction 
or needing additional cleanup, the refundable deposit is then charged out to the cost of the damage or cleanup, and the 
remaining money is returned. 

 
During the COVID-19 Crisis, this refundable deposit can also be charged in full by the Parks and Recreation Department if an 

event is found to have not followed their plans for the Health Guidelines for COVID-19 that were explained and laid out 
in the “Plan for Following the COVID-19 Health Guidelines” section of their application. Furthermore, the event and event 
organizer may be banned for organizing any events on public property in Idaho Falls in the future. All event organizers will 
have to sign off that they understand that rule.  
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Frequently Asked Questions 
 

Questions Answers  

When can I start applying for a Special Event Permit? 
The Department of Parks and Recreation will start accepting applications on 
October 1st of the prior calendar year. 

Will you hold my date before I pay the application fee or deposit, or turn in 
my Special Event Application? 

Yes, but only for seven (7) days. During that period, all payment and 
appropriate documentation must be turned in. After that time frame is over, 
if all documentation and payment has not been turned in, the reservation 
will be cancelled. 

Can I use an inflatable structure, like a bounce house, in a City park? 

The City of Idaho Falls allows dry structures that are rented from a bonded 
vendor with proof of liability insurance.  Bounce Houses must be kept on 
the ground using sandbags or staking them down. Absolutely no inflatable 
structures that use water are permitted on public property.  Please call the 
Parks Division at 612-8479 to arrange an inspection.  Please reference 
“Inflatable Structures” in this document for details and other limitations.    

Are you going to charge me the full deposit amount when I apply for a 
permit? 

No, deposits can be held with a credit card, debit card or check.  The City 
will not charge you the deposit unless an issue arises with the event.      

 
Can I apply for a permit two (2) weeks before my event?  If not, how many 
days before my event must everything be submitted? 

 
Applications, fees and refundable deposits for ALL special events must be 
submitted to the City no less than thirty (30) days prior to event date 
requested.  This will allow appropriate time for processing and proper 
arrangements between City Departments.   

Can I cancel my event and get my money back?  

For cancellations, the City will retain a $7.00 administrative fee from your 
deposit.  For cancellations within thirty (30) days of the scheduled event, an 
additional fee of 15% of the event invoice will also be held from your 
deposit.  
For events at Sandy Downs or Noise Park, cancellations within seven (7) 
days of the scheduled event, the City keeps the full $1,500 deposit. 
Please reference “Cancellation Policy” in this document for details and 
other limitations.    
 
 

If I cancel a rental, how long does it take to get a refund back from the City? 
Refunds are processed and sent to the City Treasurers office within one (1) 
business day of the cancellation.  If a refund check is not received within 
thirty (30) days, please call the Deputy Treasurer at (208) 612-8218.  

Do I have to have insurance for my event?  

Anyone using City property for an event must furnish the City of Idaho Falls 
with a current Certificate of Insurance.  Please reference “Certificate of 
Liability Insurance” in this document for details and other limitations.   
Higher levels of liability insurance may be required for events with 
significant potential of bodily harm.   

When do I have to present proof of insurance to the City? 

A Certificate of Insurance must be received at least fourteen (14) day prior 
to the scheduled event.  If the certificate is not provided within the fourteen 
(14) day period, the City reserves the right to cancel the event and keep the 
event deposit. 

If my event needs medical personnel such as EMTs, who can I contact to hire 
them? 

To rent EMTs for an event, such as a rodeo or car racing event, you can 
contact the Idaho Falls Fire Department at 208-612-8173. 

Can I have alcohol at my special event? 

You may apply for a Special Event Alcohol Permit for use in several areas.  
There are several parameters associated with the permit.  Please reference 
“Alcohol Dispensing Limitations and Requirements” in this document for 
details and other limitations.    

 
If I’m planning a 5K or other racing event, how can I identify my route for a 
race participant to clearly see? 

 
You may use lawn flags, above ground signs or washable sidewalk chalk.  
The City no longer allows spray paint, spray chalk, stickers or markers to 
identify routes.  These products permanently damage grass and pavement.  
Please call the Parks Division at (208)612-8479 with questions about route 
identifiers.   

Can I hang signs around the community to advertise my event? 
Please reference “Signage Limitations (Temporary Banners, A-Frames, Yard 
Signs, Etc.)” for pertinent details from the City’s sign ordinance.      

Do I need portable toilets at my event and will the City provide them? 

Some type of restroom facility should be provided at all events.  While the 
City has restrooms in most city parks, the City does not have portable toilets 
available for use or rent.  Please reference “Portable Toilets” in this 
document for details and other limitations.    
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Do I need professional security at my event? 
Professional security personnel are required at public events with 500 or 
more attendees and/or events with alcohol.   

Where do I find City Codes and Ordinances? 
All ordinances can be found on the City’s website at 
https://www.idahofallsidaho.gov/171/City-Code  

 
 
What can I do if I feel my event is unfairly denied? 

If you feel your event was unfairly denied, you can set up a meeting with 
the Special Events Committee to appeal your case in person. If you feel your 
event is denied unfairly at that meeting, you can then set up a meeting with 
the Parks and Recreation Director, to appeal your event a final time. To set 
up an appeal, please call Mason Handke, the Special Events Coordinator, at 
(208) 612-8786.  

Can I hire off-duty police officers for security or to assist with road crossings 
during my event, or to assist with other needs?  

To rent an off-duty police officer for an event, you should contact the Idaho 
Falls Police Department contact person at least 30 days prior to your event. 
They can be emailed at JGalbreaith@idahofallsidaho.gov 

Can I block a street with a moveable vehicle or moveable items instead of 
street barricades? 

No, you may not use moveable vehicles or items as the only means to block 
off a street. To block off a street, you must have the proper street 
barricades. For more information on what the proper street barricades are, 
please see the Street Closure Request section.  

Can I have tables or stages in the 20 foot wide emergency access lane? 
No, no items are allowed in the emergency access lane. However, people 
are allowed to be in that area.  

If you have any further questions or concerns, please contact the Special Event Coordinator at (208) 612-8786. 
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